State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Business Service Officer Il (Supervisor)

DWR POSITION NUMBER
0651-4973-501

SAP POSITION NUMBER MCR
50001950 1

APPOINTEE

SAP PERSONNEL NO.

DIVISION/SECTION

Vacant TBD BSO/BIB/Printing, Imaging, and Mail Services
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
S01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[=] Supervisory [] Lead Person Vicki Price Staff Services Manager Il (M)
APPROVED BY (Personnel Analyst's Name) DATE
JL 08/06/2013
Percent of Activity
POSTION SUMMARY
Under the direction of the Chief, Business Information Branch, the incumbent is responsible for the
direction and management of the Printing, Imaging, and Mail Services Section (PIMS).
ESSENTIAL FUNCTIONS
This position requires an in-depth understanding of the State Administrative Manual (SAM)
sections and Departmental policies and procedures relating to printing production. The incumbent
is required to exercise a high degree of initiative and independent judgment in directing and
managing the PIMS Section. The incumbent is expected to work cooperatively with others;
maintain regular, consistent, predictable attendance; and possess integrity, dependability, and
good judgment. The specific duties are:
30% Printing Production Services

Direct the work of the Department's Forms Coordinator, Pre-Press, Press, Digital, and Bindery staff
to ensure that all work, which includes receiving and processing requests from Department
clientele, is conducted in an efficient and timely manner and meets Department standards. Manage
forms coordination by ensuring compliance with SAM, Section 1700, and Department
Administration Manual, Section 7700, and any Collective Bargaining requirements. Perform quality
control and maintain knowledge of the reproduction process in order to fill in as needed. Serve as
primary point of contact for Departmental personnel; providing oversight, technical guidance, and
expert advice on all aspects of forms management and printing production, including methods and
procedures to best meet needs using the best business practices of the printing industry. Maintain
Printing Production facility and ensure compliance with all local and State safety regulations.
Serve as primary Department contact for off site stand alone facility. Maintain inventory and
rotating stock in a safe and orderly manner within the warehouse and production areas. Perform
periodic walk through of work areas to ensure employee health and safety. Work in conjunction
with Facilities staff to report any deficiencies or issues that arise; follow up and report on the
actions taken by the Property Manager.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)
Vicki Price

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’'S NAME (Print)

Vacant

EMPLOYEE’S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Business Service Officer Il (Supervisor) 0651-4973-501 50001950 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION

TBD BSO/BIB/Printing, Imaging, and Mail Services

Percent of
Time

Activity

20%

15%

15%

Scanning and Mail Services Functions

Direct the work of the Scanning and Mail Services unit, which is responsible for enterprise
scanning and mail service functions. Provide guidance to the unit supervisor to maintain an
efficient and effective mail and messenger service (internal and external) for the Department
through ongoing evaluation of mail operations and providing maximum adaptability to
organizational changes. Oversee the mail messenger and computerized master mailing list
services for the Department. Oversee the establishment and implementation of a digital back office
central scanning function to support the Department. Develop and maintain document
management policies and procedures for the purpose of effective and efficient business
operations. Ensure all procedures are adhered to and that quality assurance checks are built into
the processes. Develop, operate and maintain methodologies to capture statistical information
relative to scanning and mail processing.

Revitalization of Printing, Imaging, and Mail Services

Responsible for the revitalization, progression and implementation of DWR's Printing, Imaging and
Mail Services Programs. Conduct research in order to identify the printing, imaging, and mail
services needs of DWR. Provide complete program evaluation and recommendations to
management. Research, develop, analyze, and implement strategy and in order to actively modify
the Departments’ Printing, Imaging, and Mail Services to a modernized, sustainable business
model. Implement changes to the Printing, Imaging, and Mail Services section based upon
analyses and recommendations reported to Management. Act independently to identify best
business practices and classifications to fill determined needs within the business area. Oversee
and identify training for staff in order to realize modernization, safety and efficiency. Actively
research, plan, and analyze the probable relocation of DWR's Printing Production Services to a
facility that is more in line with a modern, streamlined facility that requires less space and is
geographically closer to DWR's headquarters. This may require driving a vehicle on public
roadways between DWR locations.

Contracts and Procurement

Responsible for management of the contract functions within the business organization in order to
keep unit equipment operating. In accordance with the State Contracting Manual and Departmental
contract policy and procedures, oversee the development of Scope of Work, solicitations, and
administration of all IT maintenance agreements. Cooperatively maintain and administer Service
Contracts within the Department's Center Led process. Monitor contractor performance and report
deficiencies or problems to the appropriate authority. Direct staff on collection of market research
and compile data in order to negotiate best possible terms, conditions and allowances for
maintenance/service contracts. Actively work with the Contract Services staff as well as IT
Procurement staff to plan for expiring contracts. Oversee staff to ensure that contract payments
are made in a timely manner.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Business Service Officer Il (Supervisor) 0651-4973-501 50001950 1

DWR POSITION NUMBER SAP POSITION NUMBER MCR

APPOINTEE

Vacant

SAP PERSONNEL NO. [ DIVISION/SECTION
TBD BSO/BIB/Printing, Imaging, and Mail Services

Percent of
Time

Activity

10%

5%

5%

Responsible for the purchasing functions of the Printing Production Unit. Perform purchasing
duties in order to keep the unit operating in accordance with both the State Procurement Manual
and the Department's procurement policy and procedures. Research and plan large scale
production printing equipment purchases and present recommendations to management. Direct
the functions of the Purchasing Coordinator in creating purchase requisitions, goods receipts, and
service entry sheets. Ensure that proper amounts are being billed by reconciling contract amounts
with invoice amounts. Review purchases made with the organization's CAL-Cards, determine if it
is the most effective/efficient vehicle for making the purchase and authorize its use; ensure
monthly statement packages are completed and approved in compliance with departmental
policies and procedures.

Analyze inventory control procedures and implement changes to maximize cost efficiency. In
accordance with State Procurement Manual, solicit for bid and award to vendors for all supplies
and consumable goods associated with the Printing Production facility.

Direct, coordinate, organize and plan the administrative services of the Section. Activities include:
management of the organization's budget; recruitment and retention of 14 full time
positions/employees; developing an operating budget and procuring services and commodities to
provide an effective printing production operation; plan office layouts; develop performance
standards, and prepare and review performance reports.

Maintain an effective program for receiving, distributing, selling and maintaining stock on
departmental bulletins and reports. Review and purge obsolete copies.

Work with Materials Management regarding the warehousing (storing, receipt, and inventory) of
Printing Production materials at the Printing Production facility. Define layout of inventory/location
of stock that best meets the needs of Printing Production staff. Implement procedures/guidelines
for staff that use stock; train staff on warehouse management practices. Develop tracking system
to ensure orders to re-stock are placed in a timely manner. Reconcile packing slips/purchase
orders with incoming inventory. Perform quality control on incoming inventory.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Business Service Officer Il (Supervisor) 0651-4973-501 50001950 1

APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Vacant TBD BSO/BIB/Printing, Imaging, and Mail Services
PerT(;%rg oF Activity

KNOWLEDGE OF:

SKILLS TO:

ABILITY TO:

PERSONAL CONTACTS:
Liaison with various levels of staff and management, outside governmental entities, and the public.

SPECIAL REQUIREMENTS
Must posses a valid California Driver's License.

English grammar and punctuation; principles and practices of public administration; financial
record keeping; personnel management and supervision; principles, practices and trends of print
processing systems. Development of policies and procedures. State budget, procurement, and
Human Resources rules and regulations.

Interact with various levels of staff and management in a professional and courteous manner;
provide a high level of customer service.

Communicate effectively; learn rapidly; follow directions; analyze data accurately; draw sound
conclusions, and present ideas and information effectively, both verbal and written; gain and
maintain the confidence and cooperation of those contacted during the course of work; exercise
good judgement and reason logically in dealing with job-related issues; interpret and apply laws
and rules such as SAM sections, DAM, and various applicable codes (such as Government Code);
write specifications and determine whether incoming materials, supplies, and equipment meet the
standards set up in these specifications; understand, learn, and proficiently use print processing
systems; utilize office equipment and supplies effectively and economically; plan and direct the
work of others; successfully negotiate agreements for equipment and services; estimate future
needs and cost of equipment, supplies and services and prepare budgetary data on such needs;
analyze situations and problems accurately and take an effective course of action.
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	activity3: Responsible for the purchasing functions of the Printing Production Unit.  Perform purchasing duties in order to keep the unit operating in accordance with both the State Procurement Manual and the Department's procurement policy and procedures.  Research and plan large scale production printing equipment purchases and present recommendations to management.  Direct the functions of the Purchasing Coordinator in creating purchase requisitions, goods receipts, and service entry sheets.  Ensure that proper amounts are being billed by reconciling contract amounts with invoice amounts.  Review purchases made with the organization's CAL-Cards, determine if it is the most effective/efficient vehicle for making the purchase and authorize its use; ensure monthly statement packages are completed and approved in compliance with departmental policies and procedures.

Analyze inventory control procedures and implement changes to maximize cost efficiency.  In accordance with State Procurement Manual, solicit for bid and award to vendors for all supplies and consumable goods associated with the Printing Production facility.   

Direct, coordinate, organize and plan the administrative services of the Section.  Activities include:  management of the organization's budget; recruitment and retention of 14 full time positions/employees; developing an operating budget and procuring services and commodities to provide an effective printing production operation; plan office layouts; develop performance standards, and prepare and review performance reports.

Maintain an effective program for receiving, distributing, selling and maintaining stock on departmental bulletins and reports.  Review and purge obsolete copies. 

Work with Materials Management regarding the warehousing (storing, receipt, and inventory) of Printing Production materials at the Printing Production facility.  Define layout of inventory/location of stock that best meets the needs of Printing Production staff.  Implement procedures/guidelines for staff that use stock; train staff on warehouse management practices.  Develop tracking system to ensure orders to re-stock are placed in a timely manner.  Reconcile packing slips/purchase orders with incoming inventory.  Perform quality control on incoming inventory.

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	IMMEDIATE SUPERVISOR: Vicki Price
	SUPERVISOR'S CLASS: Staff Services Manager II (M)
	personnel analyst: JL
	personnel date: 08/06/2013
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30%
	activity: POSTION SUMMARY
Under the direction of the Chief, Business Information Branch, the incumbent is responsible for the direction and management of the Printing, Imaging, and Mail Services Section (PIMS).   

ESSENTIAL FUNCTIONS
This position requires an in-depth understanding of the State Administrative Manual (SAM) sections and Departmental policies and procedures relating to printing production.  The incumbent is required to exercise a high degree of initiative and independent judgment in directing and managing the PIMS Section.  The incumbent is expected to work cooperatively with others; maintain regular, consistent, predictable attendance; and possess integrity, dependability, and good judgment. The specific duties are:  

Printing Production Services
Direct the work of the Department's Forms Coordinator, Pre-Press, Press, Digital, and Bindery staff to ensure that all work, which includes receiving and processing requests from Department clientele, is conducted in an efficient and timely manner and meets Department standards.  Manage forms coordination by ensuring compliance with SAM, Section 1700, and Department Administration Manual, Section 7700, and any Collective Bargaining requirements.  Perform quality control and maintain knowledge of the reproduction process in order to fill in as needed.  Serve as primary point of contact for Departmental personnel; providing oversight, technical guidance, and expert advice on all aspects of forms management and printing production, including methods and procedures to best meet needs using the best business practices of the printing industry.  Maintain Printing Production facility and ensure compliance with all local and State safety regulations.  Serve as primary Department contact for off site stand alone facility.  Maintain inventory and rotating stock in a safe and orderly manner within the warehouse and production areas.  Perform periodic walk through of work areas to ensure employee health and safety.  Work in conjunction with Facilities staff to report any deficiencies or issues that arise; follow up and report on the actions taken by the Property Manager.


	supervisor name: Vicki Price
	employee name: Vacant
	activity2: Scanning and Mail Services Functions
Direct the work of the Scanning and Mail Services unit, which is responsible for enterprise scanning and mail service functions.  Provide guidance to the unit supervisor to maintain an efficient and effective mail and messenger service (internal and external) for the Department through ongoing evaluation of mail operations and providing maximum adaptability to organizational changes.  Oversee the mail messenger and computerized master mailing list services for the Department.  Oversee the establishment and implementation of a digital back office central scanning function to support the Department.  Develop and maintain document management policies and procedures for the purpose of effective and efficient business operations.  Ensure all procedures are adhered to and that quality assurance checks are built into the processes. Develop, operate and maintain methodologies to capture statistical information relative to scanning and mail processing.

Revitalization of Printing, Imaging, and Mail Services
Responsible for the revitalization, progression and implementation of DWR's Printing, Imaging and Mail Services Programs.  Conduct research in order to identify the printing, imaging, and mail services needs of DWR.  Provide complete program evaluation and recommendations to management.  Research, develop, analyze, and implement strategy and in order to actively modify the Departments' Printing, Imaging, and Mail Services to a modernized, sustainable business model.  Implement changes to the Printing, Imaging, and Mail Services section based upon analyses and recommendations reported to Management.  Act independently to identify best business practices and classifications to fill determined needs within the business area.  Oversee and identify training for staff in order to realize modernization, safety and efficiency.  Actively research, plan, and analyze the probable relocation of DWR's Printing Production Services to a facility that is more in line with a modern, streamlined facility that requires less space and is geographically closer to DWR's headquarters. This may require driving a vehicle on public roadways between DWR locations.   

Contracts and Procurement
Responsible for management of the contract functions within the business organization in order to keep unit equipment operating.  In accordance with the State Contracting Manual and Departmental contract policy and procedures, oversee the development of Scope of Work, solicitations, and administration of all IT maintenance agreements.  Cooperatively maintain and administer Service Contracts within the Department's Center Led process.  Monitor contractor performance and report deficiencies or problems to the appropriate authority.  Direct staff on collection of market research and compile data in order to negotiate best possible terms, conditions and allowances for maintenance/service contracts.  Actively work with the Contract Services staff as well as IT Procurement staff to plan for expiring contracts.  Oversee staff to ensure that contract payments are made in a timely manner.
	Text1: 
	Text2: KNOWLEDGE OF:
English grammar and punctuation; principles and practices of public administration; financial record keeping; personnel management and supervision; principles, practices and trends of print processing systems.  Development of policies and procedures.  State budget, procurement, and Human Resources rules and regulations.

SKILLS TO:
Interact with various levels of staff and management in a professional and courteous manner; provide a high level of customer service.

ABILITY TO:
Communicate effectively; learn rapidly; follow directions; analyze data accurately; draw sound conclusions, and present ideas and information effectively, both verbal and written; gain and maintain the confidence and cooperation of those contacted during the course of work; exercise good judgement and reason logically in dealing with job-related issues; interpret and apply laws and rules such as SAM sections, DAM, and various applicable codes (such as Government Code);   write specifications and determine whether incoming materials, supplies, and equipment meet the standards set up in these specifications; understand, learn, and proficiently use print processing systems; utilize office equipment and supplies effectively and economically; plan and direct the work of others; successfully negotiate agreements for equipment and services; estimate future needs and cost of equipment, supplies and services and prepare budgetary data on such needs; analyze situations and problems accurately and take an effective course of action.  

PERSONAL CONTACTS:
Liaison with various levels of staff and management, outside governmental entities, and the public.

SPECIAL REQUIREMENTS
Must posses a valid California Driver's License.

	Check Box1: Off


